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Subd:  COMMAND DUTY OFFICER (CDO) AND DUTY PETTY OFFICER (DFQ)
WATCH ORGENIZATION AND PROCEDURES

Amf: (al U.3. Mavy Regulaticns, 1990
(b1 COMHNAVRESTORINET 3070.1E
(g] CPMNAVINEST 3120.32ZC
idl MASJREFTWORTHINST 373(.3

Encl: i1} Command Duty Officer Qualifizarion/Review Sheet
{2y outy Petcy Officer Qualification/Review Cheet
13} Beepsr Operation
{4) buty Fetty Officer Daily Checklist

1. Purpose. To establish specific watch organizatienal duties,
responsibilities and procedures for the conduct of Naval Resarve
Readiness Command, Reqion Eleven (REDCOM 11) watehess under the
provisions of references (a) through [d).

2. rtanceilation. EREDCCMREGLLINST 1601.1B.

3. Watch Qrganization. The wateh organizatieon for chis staff
consiztez of a CDG, who is the direct representative of the
Commander, and JPO whe reports to and assists the CDO in carrying
aut assigned duties and respensibiliries.

4. Serior Watch O0fficer (SWO}. The SWO will be designated by
the Chief of StacfsChief Sraff Officer and is respensible for
preparing and maintaining watchbills, for training duty

perzonnel, and proper watch standing ar the Readiness Command.

3. Policy. Watchstanders will comply with the applicable
reguirements contained in paragraph $ix below. Each watchstander
will qualify for the watch by completing the requirements of
ancleosure (L) fer CODO, o enclosure {2) for DPO.

=. (00 watchstanders will includs all assigned active duty
afficers and Chief Petty Offlecers excluding the Commander, Deputy
commander, Chief of Staff/Chief Staff Officer {COS/C20) and
Command Master Chief.

k. DB watchstanders will include all assigned actiwve duty
personnel E-6 and below.
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TN
sxercizad. fThe 20O shall zeke posiztive actist when regulired and
seck guidance from departnent heads on matters re_ated to thase
departnents,.  Additignally, the CDD shall:

(1) The oncoming CD0 will reliewve the watsh at 0730. The
nffgoing CC0O will comdurct a formal 70O turncver wit: the
designatad relief, reporting all circumstances, unusual _
accurrences, urexacuted orders, zbid not yet completed acTtions o
che relief. The gsocoming OO0 will inform the CO3/C30 that nefshe
nas assumed che dutv and cbtain any further necessary
instructions. Hefshe will report assumption i the watch to the
Peaci-sss Commander/Deguty on those cocasions that the COS/CSC 1s
anT on poarg. The CO0 will arrive on beard at 0700 and remzin an
coard unrsl 1630 on normal werking days. After 1€30, the ZDO
shz.! remain availabis by <uty pager =nd be responsible lar all
argent/emergensy misszizsn reguirements.

(2] Inventory and zccept responsikility and
acecuntebiiity for gontents Zn the €236 zrief casse ano the duty
SEfe.

(3" The 400 will bDe wresent in the headguarters building
ruring zssigned houss Monday through Fridays and on dril
waekends.

{4) Emsure al: reguired zecurity inspecticons fave been
amade by verifyving with the CPOQ sach morning and pricr to sscuring
for e day. The OGO is responsible far overall secuzity and
safezy. The 200 will repsrt all zecurity vwiolazieons as ~he
ceginning of woreking nours the next Working day or ‘mmediacely,
if gpircumstances warrart, to the COZ/CE0.

{5) Watify tke applicable department head of any actions
~r conversarions concerning their departtent that occur during
sf=-gduty hours, especially these dealing with flight advisories
ant members on SDTTAAT/TAD who experience difficulties.

(&' Provide 313 assistance possikble ta regquests.  Requast
assistance from applizable department:s when necessary.

(7% Be famiiiar with and zeady to respond to mobilization
and/or LERTCON mroceduzes and to implement the staff recall bill
when directed by higher authazity.

fA) Be familiar with initisting/freleasing message
—raffis, In the =vent emergent message:s must be sent or
received, contact the Dirsetsr of Commandd Services to cogrdinate
assistance in cperation of the Gateguard system.
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“hanges to THREATCOM or DEFCCON levelr,

injuries o persEonnel.
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anv memper of the staff at any locatiom.

(i} Disecovery of building intrusien/break-ins oI

atzerpos of such.

i3 Significarnt

personal pProperty.

theft or destructicn to covearnment ac

fx] Autoronile accidents involwing steff membsrs &0
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COMMBNT 2UTY CEFICER QUALIEICATION ZEVIZW SHEET

FEA T crrrezdrrrezdrrrd et rrdrdb el drd sk bt rdAaxtr bbbkt r bt r b s A g

Thie qualificaticn sheat is sesigeed to familiarizs wou with the
winimum knowledgesperfommance reqguizsments of a Command Doty
Jfficer. It is -o LDe completed within four weeks of wour firs:
imdoctrinasizn watch. Sigratuore of the cognizent stsif membez
irdicated for each item 3% required. ("INDY = indiwvidual
LCzpLneal.
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I. Zeview service regord for SECRZET
Zacurity clearance. Initiaie
Finzl zZlezrange from DDOHCAF,

(ASET SECMGE!
B. ©GZWMZRAL DUTIES ANLD ZEEPCGHSISILITIZS

Fevigw COMNAVRESSFORINST 3070.1E

(TN
2. Zead RELCOMEEGIIINST 1601.0
Command Ooty O0fficer and Duty
fetty CIficer Watch drganization and
Fraceliures.
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ZEYSICALSOPERATION ZECURITY

_. Eeview REDCOMRZIGLIINET 5510. 6B
Claszified Security Program.
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Base Securi—y /00D Fire Cept/
Emergency Cars.
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3. Teview crocedurgs in the event o o3
mombl threart.
(D
4. Larate fire sxtinguishers.
ey
B Iderrify relephons —umbecs Zor:

a. Fire [Lepzrtment
b, Medicgl smerscency
o. Dasa SecuritviPolice

d, Wavy and Marine JoIps
Relisf Zociety

marican Red Cross

b

{IND)

a3, ADDZTZOMNAL ¥NOWLEDGE FACTOIRS

1. %neow the location of:

a. Wkas 0ffircer BOO/Snlisted BEQ

[CD0)
.  HASLS Cperzticns (passenger
berminall
(CDC)
c. JSFW Airport
(CDO}
d. Tzllaz Zzve Field Airpart
2. GEBrief by ADMIY on Leave Crneck InfOut
Brocedcores
[ADMIN}
3. Brief =y Public Affairs Officer
L PRC)
4, ZProtocol
Bead U.5. ¥avy Reguliztisng, 15990,
chapter 7, section 3, Admirisrraticn &
Jisgipline. L
[IND)
09C3 Aucthoriwy & Responsibility
[IMD;
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DUTY PET™Y CFFICER QUALIFICATION/REVIEW SHEET
P B T S I T R R R R b LR R b R
~his qualification skeet 1s designed to familiarize you with the
mizimum knowledece/serformance reguirements of a Juty Petty
CZficer. It i3 to be completed within fouzr weeks of wour first
indoosrinstion wabkch.,  Sicnatures of the cognizant siafl member
indicated for each ibtem is reguirsed.  [TINDY = individual
Trzinee).
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1. HYozsess villid driver's License
[T
3. PEYSICALJSOESBATION SEJURITY
1, PBeview REDCOMEEGLIZHET E5310.05H.
Clzssified Security Program.
(It}
Z., Differegrstiate sesponsibilities of
Base Security/000/Fire Dent/
EmerJency Cars
. [COny
3. Demonstrsta annotation of sscuzity
container check sheercs,
(LT
T_. MOBILIZATION AWNL RECALZL =RCCEIURES
I, Beview REDCOMESGZLIZ Lﬂqistic Zupgort
mobilization ZFlan [LSMED .
L IND)
Z. Aeview RECCOMREGZIIEKST 3500.1.
Unifsrm System of Alert Comditicns
[LERTCONE
[TED)
3. “pecarte and understand ste2ff and
center recall #ills.
[(Ch0)
£, Democnstrate STU ZTI uzadge.
(ST}
Encl {2}
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Zead D05, Wavy Regolations, 1990,
Thaster 7, section 3, Administeation
and discinline.
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H. CNIET THSTRUOCTION WATCHES: Stanc two watches under
imstruction of a gualified Duty Patoy Cfficer.

2. Tipst ander ‘nstroctint watch.

[t}
W, Second under lostruacilion Wwatch.
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- YN™EBRVIEW: Sznicr watch OSficer Zor

ganaral watch procedures.
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J. QUALTFICATION:

has comaleted all regquirpsments for
gqualiZicatign as Duty Zetty Officer and I1s so recommended.

i ate! Chief of Stafrf/Chief Staff Qfficer)

K. OUALIFTCATION:

i3 gualifisd and may Le assigned JFO
duriag per REDCOMRZGLITNET lall.lic.

(Date) iChief of Staff/Chief Staff Jfficer)
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SUTY EETTY QFFICER DAILY THECHZIST

“hig smeckiiszTt will be used dailv By the IJBO.,  Any cooblans noted
sheil e reporzed ts the TCO as well as legged in the DREQ's
logboox.

pen zuilding st 0700 on wopkdays. (unlock Zront doors)

—_—

Socurity oneck of Security containers UDOD BITLive. End
sepuring each workday.

Clean and secures sscond deck cailey, ensuring &ll sop-liances

Tour spaces sesuziag _ights at end of workday. Check ZoT
snd resgive safety hazsods.

Set/eacure the telephone svstenm night aervice sestliag and
answersing machine at —he end 2 the workday/upen arrivipg in the
mMoETing.

Secure axtericr doors at 1630 on working days.
Checx for any wousual circumstances in the building: Z.e..

fire hazards, amell of smeks, loose wiring, improperly ramoved
=xragh ar recyilables.

Parform speration check of all REDCOM government veh-cles at
- orocvar. Opsratgoz’ e Inspection Guide and trouble Report
{00 13%3) must be filled out prior to use of venicles. JQuestions
concerning cemplation of OO 1356 should be directed to (Tode N&b
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